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CONFIDENTIAL .

28 April 1954
VEMORANDUY FOR: Chedxmen, CIA Cerser Servics Board
FROMs Task Porne on CIA Career Service
SURSECY s Final Reporg
REFERSNCE: Your Memorandum dated 2 April 195h
1

Yo A%tachked iz a proposed regulstion establishing the Career Service
of the Central Intelligence Agency, This regulatlion implements the plan
spproved on several occasions by the CIA Career Service Board ("Selection

ol Parmement Carger Staff®, dated 8 Jamuary 1994}, Incorporated in the
regulation arwms

a 8. The definmition of the Career Service, approved by the Board
g at 1%z 15th meeting on 19 November 1993,

O

Q L. The statement of obligation to serve when, vhere s ard as

s) drected, subjuct to consideration of qualifications, personal desires

and ciroumstacces, as approved by the CIA Caresy Service Doard atb
its 15th mesting on 19 Novembor 1953,

F
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¢. The Careor Selection Report as approved by the Boord at its
19th meeting on 28 Japuary 195k,
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2. The Task Force recomends the elimination of the procadure whershy
the Selovhion lesrd and the Ixemining Panels would review certain cases
prior to the sxpiration of the trisl service period, The Task Force bee
leves that this is sn esssntisl and inherent regponsidility of the 0ffice
of Persoanel and thai the Office of Personnel has the facilities necessary
Jto ecarry out this responsibility. Purther, the Task Force believes that
i% is inappropriate for the mecharism which 4is nel up for selection into
the Carsur Service to be utilized for review of ihe ceoss of marginal

individuals during their trisl service period with 2 view towsrd separating
thom from the Agency.
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g 3o The Tasi Fores wishes to point out specifically that all parsons
on duty as of the effective date of this regulation will be accepted imbo

il
",
"

= N Athe Carear Servics provideds

b

g {3’ = &0 2, They evidenes their desire to be membars of the Coreer Service
- ;E g E ty exmcuting the application,

b, No adverse scticns are formally pending apgainegt them, and
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¢, Thery have served an aggregate of thres years in Staff
Empleyes sbatus with CIA. "

i, Tho Task Force realizes that paragraph 6 of the proposed reg-
plation would regult in preparation of both the Career Selaction Report
{CSR) and the Personnel Evaluation Report (PER) for all new employses,
This approach will result in additiongl woerk for supervieors and roviewing
afficials and duplicstion, in part, of forms, procedurss and workload for
the Offlece of Persormel and Adninistrative Officers of the several Ageney
compononte, Thers are ut lsast tuo alteraatives:

s, To eliminate the PFR during the provisional period, This
course of sobion during the formative stages of the employment of
new personnel would elimiangte the ona positive formsl tool now pro-
wided to assist ip promoting bebtier working relations batween employes
and supervisor and to promote a higher quallty of supervislon,

b, To consclidate the PER and C5R. This course of action would
make the new consclidsted fora the principal, formal instrument

{1) for over-sll svalnation,

2y Por gelectlon iuto the Carser Service, snd

i,

{7} for svpervisory assistancs to the person concorned,

Bz

The smaigemetion of these throme functions into one form might, tho
Tagk Porce belleves, nake it increasingly difficult for the super-
vigor %0 be wholly objective =nd might impair the effsctiveness of
the foru,

4, The Taglk Force recommends that the Board approve the regulation
85 it sbands snd that the question of how a person is to be evaivatad be
considered by ¥he Selection Bosrd when it is appointed, since at least
nine months will elapse after the regulation becomes effactive before this

procedure will be insuguwrated,
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CONTENTS
1. Ceneral . 5. Responsibilities
2, Definitions 3 6, Career Selection Report
4, Yollcy ' | 7. Procedures

L. Organizetion of the CIA Selection

Board and Panel of Exsminers
1. CGENERAL |
his Regulation establishes the Career Service of the Central Intelligence
Agency effective 1 July 195k and prescribes related policies, responsibilities
and wc?%%j%oemmp in the Career Service will be limited to Staff
Fmployees, wht =

A
of this Regulation.

e eligible for consideration in accordance with the provisions

Y
2, DEFT ITIONS N

a. The "Career Service of the Central iﬁ*ﬁé‘l],igence Agency™ is a group of

gsrefully selected and trained ind:i.viduéls who accept an ewdezdry cbli-
é&\ /)

b, "Trial service periced" consists of the first year of service in the CIA

as defined in -
Approved For Release ZOOOIOSWPR-QQWENQHMPW-Q
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Co "Provisional period” consists of three years' active service in the
CIA which 1s a prerequisite to consideration for membership in the
Gareer Sem.ceg CiA.

d. "Active service" for the purpose of 2¢ above, need not be continuous
gervice and will include any of the following periods:
(1) Active service, from the effective date of entrance on duty,

% or after 18 September 19147‘(7& 7««/ /nfé g#l%% %

(2) Absence un leave with pay; ; /

(3) Absence on leave without pay which does not exceed 22 days in
the aggmgaﬁe within a calendar year; except that absence on
leave without pay for Agency-spensored cutside training will be
fully counted,
8, fetive service”, for the purpose of 2e¢ above may, at the discretion of
the CIA Selection Board, include service in the Agency while on military
detall, or military service if the employee left the Ageney during the
provisional period to enter the "rmed Forces, W%

3. POLICY ﬂa #,. W Y

areer Service ccmsmtm of personnel selected

from among Stai'f Employdbsd Personnel selected for membership will be

8q
afforded withla the framework of appl:.cabljylaws preferential consideration

M or cpportunity to advance their careers in the CIA by utdlizing the bene-
fits and facilities now and hereafter provided for members of the Career
Service including promotion, tenure, training, rotation or assignment, and

other programs designed to improve their value to the Agency,

Approved For Release 2000/05/08 :-@QIA-RDP78-03578A000200050007-9
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b, Personnel whe are accepied for memberaiip in the Carser Servie Auﬂl

have the obligetion to serve anywhere and at any time and for any
Eind of daty as determined by the needs of CIA and they are assured
that, in order to carry out this polley of the Career Service, full
nor.sideration will be given to thelr pariicular capabilities, interosts
and personal ciroumstances,
.y The ﬁalaami;jxjrocess 1111} encompass the svalustion and development of
sach 3taff Faploype A iring his provisicnal period, In this menner,
%he individaal's abilities, capabilitics and defisiencies will be
sveluated in order to cdetermine hiz suitability for selsction into
ﬁh@: Careor Sarvic AC/'I‘Q;& selection process will include theme stages
of employee evaluation and developmeni:
{1} A roview end determination of each 4ndividual's sultatilily for
sontinued Agenzy employment prior to the expiration of the trial
25X1A period, in accordance with -
W {2) The vreparation of such Caveer Selaction Repvorty are sas herein
sreacyibad,

aZC/A

G :D @ A review of each application for selection into the Career Servica
J - ofter the individual zoncerned gaine sligitiiity for considerstion
by compleating the provisicnal period.
{4) Ths prevision of continuirg instraction and developmentsl guicanne
and assisltance $o each individual threughout the provisional peried
in order that he maéy/ zancmtmm his woitability for membership in

the Caresr Sorvie Aand to eliminzte or satisfactorily resolve any

deficiancien, )
Approved For Release 2000/05§,Q§ﬂ,£_qi§;ﬁDP78-03578A000200050007-9
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de Considerntion for selection into the Career Servi e,\will be bazed upon
formal application by eligible personnel. Those who fail tc make appli.
ention or whose applications are not accepted will contirue +o possess
the benefits accorded to Y, S. Covernmert smpleyees by law, including
the Veterans Preference Act as amended. In addition, they will receive
the benefits deriving from Agency cmployment, except those benefits or
advantages expressly reserved to members of the Carser Servlceoc/A

@, If an individial applies for membership in the Career SaMceAand is
not accepted, he will be infomed’of the reasons for the rejection and
he will be givenl agsistance and guidance in order to correct or eliminate

the eauses of his rejection and to have an opportunity to demonstrate

his suitebility for future application and selection inte the Career

Service,
£+ Each Staff Fmployee %dw;ty as of 1 July 195k who has three years of

gc//fr

setive service in the CIA will be accepled into the Career Servic

without t‘ur’tber %, upm receipt of his completed application.
%nu duty as of 1 July 195k who has less than three

@ Staff Imploye

years of /.-zf?.ive service in the CIA will be accepted into the Carser
Servi e, gj thout further review upon complot.icn of three years of active
gervice in the CIA and upen receipt of h:.s completed application. No
application will be considered if formel z;ction ig pending whicﬁ may lead

to termination of the individualis employment.

-
SeE-Geiial
Approved For Release 2000/05/08~ R-RDP78-03578A000200050007-9
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4, ORGANIZATION OF THE CIA SELECTION BOARD AND PANFL OF EXAMINERS
a8, CIA SELECTION BOARD

{1) The CIA Selection Board is established and will consis@ of one
voting member and one altarnate member from cach of t%ajor
somponente, Appointments will be made for a fiscal year by the
irector of Central Intelligence, Agency offieialé asppointad
to the Board may be reappointed, however, at the expiration of
thelr period of service, The Assistant Director for Personnel
will serve as the Chairman of the CIA Selection Board,

{2) The CIA Selection Board will be provided a Secretariat consisting
of & full-time Executive Director and such other administrative
and clerical persennel as are required by the Board, The Executive
Director will function wnder the direction of the Assistant Director
for Personnel.

b, PANEL OF EXIAMINERS

{1) A Pansl of Exmnineg/aAis established and will congist of members of
the Career Service, Gs-jlh and above,

‘l\\(a) Each Cerser in ths Agency will have proporticnsl
o representation Lu the Panel based on its personnel strength
as of the hegiming of each fiscal year., At least one member

will Le named to the Panel from each Career Componsnt,

.,
I

ST OB < B
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(b) Members of the Panel of Txaminers will be appointed by
the Dirsctor of Central Intelligence from among those
noininated by the Career Compenents for a fiscal year
period after he has received the recommendations of
the CIA Selsction Board,

(2) Examining Panels, convened in individual cases pursuant to this

Regulation, will consist of three voting examiners selected by

the Executive Director, Examiners will be chosen in a m er
be Tt R A Teeols

The Executive

Pirector or his designee will serve as non-veting chairman on each
Examining Panel,

5. RESPONSIBILITIES

a, ASSISTANT DIRFCTOR FOR PERSONNEL

and will ensure that the program is administered in accordance with

| personnel poilcies of the Agency. In order to achiéve these purposaes,
he is responaible for furnishing advice and guidance to the CIA Selection
Board and for recommending to the Director of Central Intelligence such
addi titnal policies and procedures as he may consider necessary, The

Assistant Director for Personnel is responsible for notifying employess

méu

Approved For Release 2000/0§L(}§é_3_.!§_- DP78-03578A000200050007-9
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who satisfactorily complete their trial and provisional periods and

for advising eligible personnel of thelr opportunity to apply for

seleation into the Career Servicqﬁ&czAA‘*

Yo iid SELECTION BUARD

The CIA Selection Board is responsible for formulating sppropriate

criteria for selection into the Career Servi A%@ for performing the

activities sssigned to it as specified in this Regulatien,
¢, PANEL OF EXAMINERS

Subject to the direction of the CIA Selection Board, the Panel of

Fxeminers is responsible for performing the activities assigned to

34t as specifisd in this Regulation.

d, SUPERVISORS
(1) Immediate supervisora are responsible for completing Career Selec-
/>><:i tion Reports on employees under their jurisdiction and for recom-
mending that such employees either be retained in Agency employment
or be separated from CIA prior to the expirstion of thelr trial
period or at any time thereafter, Supervisors next in line will
sign Career Selection Reporis.

(2) Immediate supervisors are primarily responsible for assisting and
instructing employees under thelr juriediction to eliminate amy
general weaknesses or specific deficlencies in performance detected

L?<£§%ring thelr trial pefiodo Immediate supervisors are also respon-

? sible for sssisting employwes who have completed thelr trial period

et b b Pt
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to overcome any inadequacies that might prevent their eventusl
selection into the Career Service,
e, HTADS OF CAREIR COMPONENTS
Heads of Career Components are responsible for reviewing and commenting
on the recommendations of supervisors specified in d above and for
s aferring appropriate cases to the Assistant Director for Personnel
for further review and action as herein described.
6, CAREFR SELECTION REPORT

A

used to evaluate Staff Empl

periods, /
b, Career Selection Reports will be executed for each Staff Eknp{%aA ;

upon the completion of the following pericds of service from the

a, The Career Selection Refzftio 2%37-189 (Attachment A), will be
es (during thelr trial and provisional

<

effective date ol their entrance on duty:
{1) Nine months® service,
\?2) Twenty-one months' service, and
(3) Thirty-three months® service.
7. PROCEDURES
a. EVAIDATIONS DVRING THE PROVISIONAL PYRIOD
)Q (1) Career Seloction Reports will be prepared for each Staffalt‘;ﬁ%%J

in accordance with paragraph 6b (abova),

SelmCeReE=T

B e
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(2)

\If in conjunction with the preparatiocn of these Reports separation

sppears necessary, 4ction will be taken in accordance with existing

kgency procedures,

b, APPLICATION FOR SELECTION IN THE £f CAREER SERVICE ©F CIA

(1) Upon the completion of the three-year provisiomal period, an indi-

&)

(Is)

vidual is entitled to make application for membership (Attachment
B) in the Career Servic A\Cz:n/ﬁ;sa formz) action 1s pending which may
iead to temmination of the individual's employment, Failure to
apply for membership in the Carecr Service at the end of the pro-
visional period does not bar the individual’s right to make future
application, The effective date of selection into the Career Service
will be either the date of application or the completion of the
provisional pzriod at the discretion of the CIA Selection Board

(Sex Section (L)}(d) below).

An officlal notification of an employeec’s eligibility to apply for
membership will be forwarded by the Assistant Director for Personnel
to the individunl concermned. The individual will be required to
make spplication or to reply by memorandum stating that he does

not desire to become a membar of the Career Service)& CIA,
Applienations will be forworded by the 1n<35,vidual through official
channels to the Head of the Career oncerned,
Determinations of the suitability of Staff ag':z]i/s esAfE% be pro=

cessed ns foliows:

2Fa
Approved For Release ZOOOIOSIW%P78-@®ME&&¥2%¥)—%%\507-9
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Sy
The Head of the Career W concorned will raview tha
gspplication and obtain the comments of the Mw
Service Board if such comments are desired, He will forward

the spplication together with his recommendation to the

Executive Director of the CIA Selection Board,

{b) Upon receipt of the upplication, the Executive Director will

assemble 21l avsilable documentation pertinent %o the case
and will convene an Exsmining Panel to consider the aopli-

sation.

{e) The Examining Panel will consider all pertinent information

soncerning the employee, including information furnished by
the 0ffice of Personnel, Security Office, Office of Training,
Medical Staff and the components having administrative aud
career jurisdiction over the individual, If necessary, the
Panel may regasst farther information from the officss con-
cerned, The Examining Panel will interview the individual
and, if desired, his supervisor or other Agency employees.
Fasponsibility for interviewing applicants 0S=6 and below

E /ﬂj b;&delegated tsy the CIA Selection Board to

Grun

(d) If the individual is overseas st the time he becomes eligihble

CIA
for membership in the Career Service, the interview by the

Fxamining Panel and the consequent decision on the acceptance
of his epplication for membership in the Career Service will

be deferred until he iz physically available in Headgquarters.

Approved For Release 2000/05/08™: %’;}K—%DP78-03578A000200050007-9
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e rauesty congideration of
cn individusiis applicatlio prior Lo his departure OvVerseas,
e pay be Lrberviewsd by &N Enemining Panel st sy Lime
Following ths successful completion ol the second year of
hia provwisionad parLod., if the cmployee s recommended for

sombership &t Lbat Line, tie membership in the {tarear

vhen Yinaliy spproved will he sifective as of the completion
of his provisional periode

fw} The Deaa olig oupel will Tesuzmend to the Ura Selastion
Hoard eiiber that Lhoe empLOyeE
/A

Saryice /\’W that his

e appointed to the Career

solection Le i saparoved,

{7 Png CLA selection Beard on peral? of the Director of Cenbral.

fatetligence wall take Yormal schtion on bhe recommandation
af the Eramining Parsi.

{g} Wmen the Pnding of tha C1A Selsci.on Board ig in digagrees

mant with that of tne Head of the Lareer m thie
Fact s3hadi be reported bo him., He may aithdr accept Lhe
mardie decision or sefer tne case, within ten working deye,
o final dusision vy ohi Director of Central Iatelligende.
() Tne Assinteny Lireuiox for personnel will officially notify
she individual of ths sction of the (1A Selsction Board end
CAR N

nrace B copy ol 18 Jdstermination ir tds Uffieial

Vi ywoaraay © 0 REY g
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THE CAREER SELECTION REPORT |S AN IMPORTANT FACTOR IN THE SELECTION OF CAREER EMPLOYEES. |T SEEKS TO PROVIDE THE
AGENCY SELECTION BOARD WiTH INFORMATION OF VALUE WHEN CONSIDERING SELECTION OF AN INDIVIDUAL AS A MEMBER OF THE
CAREER STAFF.

INSTRUCT IONS

TO THE ADMINISTRATIVE OR PERSONNEL OFFICER: CONSULT CURRENT ADMINISTRATIVE INSTRUCTIONS REGARDING THE INITIA-
TION AND TRANSMITTAL OF THIS REPORT.

T0 THE SUPERVISOR: READ THE ENTIRE FORM BEFORE ATTEMPTING TO COMPLETE ANY ITEM., AS THE SUPERVISOR WHO ASSIGNS,
DIRECTS AND REVIEWS THE WORK OF THE INDiVIDUAL, YOU HAVE PRIMARY RESPONSIBILITY FOR EVALUATING HIS CAPACITY, APTI-
TUDES. KNOWLEDGE AND SKILLS AS REVEALED BY HIS DAY-BY-DAY ACTIVITIES. |IF THIS INDIVIDUAL HAS BEEN UNDER YOUR
SUPERVISION FOR LESS THAN 30 DAYS, YOU WILL COLLABORATE WITH HIS PREVIOUS SUPERVISORS TO MAKE SURE THE REPFORT IS
ACCURATE AND COMPLETE. PRIMARY RESPONSIBILITY RESTS WITH THE CURRENT SUPERVISOR.

THIS RATING REPORT WILL NOT BE SHOWN TO THE INDIVIDUAL BEING RATED. 1T 1S ASSUMED THAT THROUGHOUT THE
FERIOD THIS INDIVIDUAL HAS BEEN EMPLOYED, SUPERVISORS WAVE DISGHARGED THEIR RESPONSIBILITIES BY FREQUENT D1SCUS-
SIONS OF HIS WORK, S0 THAT IN A GENERAL WAY HE KNOWS WHERE HE STANDS.

SECTION |
1. NAME (Last) (First) (Middle) 2. DATE OF BIRTH 3. SEX | 4. CAREER DESIGNATION
5. DATE OF ENTRANCE ON DUTY 6. OFFICE ASSIGNED TO 7. DIVISION 8. BRANCH
9. NATURE OF ASSIGNMENT 10. |IF FIELD, SPECIFY STATION:
EDEPARTMENTAL . —_—IFIELD
t1. DATE THAT THIS REPORT 1S DUE y2. PERIOD COVERED BY THIS REPORT (inclusive dates)
SECTION 1]
1. CURRENT POSITION TITLE ' 2. GRADE 3. DATE ASSUMED RESPONSIBILITY FOR POSITION

4. WHAT SPECIFIC ASS |GNMENTS OR TASKS ARE TYPICAL OF THOSE GIVEN TO HIM DURING THE PAST THREE MONTHS (List in order
of frequency)

_ READ THE ENTIRE FORM BEFORE ATTEMPTING TO COMPLETE ANY |ITEM
| | Approved For Release 2000/05/08 : CIA-RDP78-03578A000200050007-9
FORM. NO. 37|80 SECRET 0
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ON THE LEFT HAND SIDE OF THE PAGE BELOW ARE A SERIES OF STATEMENTS THAT APPLY
THE RIGHT HAND SIDE OF THE PAGE ARE FIVE MAJOR CATEGORIES OF DESCRIPTIONS.

N SOME DEGREE TO

ALMOST EVERYONE. ON

THE SCALE WITHIN EACH CATEGORY IS DIVIDED INTO FIVE SMALL BLOCKS; THIS 1S TO ALLOW YOU TO MAKE FINER DISTINCTIONS,
IF YOU SO DESIRE. ’

LOOK AT THE STATEMENT ON THE LEFT. THEN CHECK THE CATEGORY ON THE RIGHT WHICH BEST TELLS HOW MUCH THE STATEMENT
APPLIES TO THE PERSON YOU ARE RATING.

STATEMENTS CATEGORIES
APPLIES TO A APPLIES TO A APPLIES TO A APPLIES TO AN APPLIES TO AN
SLIGHT DEGREE LIMITED REASONABLE ABOVE AVERAGE OUTSTANDING
OR NOT AT ALL DEGREE DEGREE DEGREE DEGREE
w
A. APPEARANCE AND ACTIONS 1 E><j l ] I I I
ATTRACT ATTENTION. =
8. PRACTICAL: %

1. A 600D REPORTER OF EVENTS.

2. CAN MAKE DECISIONS ON HIS OWN
WHEN NEED ARISES.

3. CAUTIQUS N ACTION.

4. HAS INITIATIVE.

= —

5. UNEMOTIONAL.

6. ANALYTIC IN HIS THINKING.

7. CONSTANTLY STRIVING FOR NEW
KNOWLEDGE AND IDEAS.

|
|
I
|
|
I
I
|
|

|
|
|
|
|
I
|
|
I
|

22. DOESN'T ADMIT H!S ERRORS.

23. DOES NOT RESPOND WELL TO
SUPERVISION

24. HIGH STRUNG.

|
|
|
|
|
|
|
|
|
1
|
|
|
|
|
|
|
|
I
I
|
|
I
T
|
|

et e ey e — —] — — — — — —] — — ] ] f—— ] f— — o o ) (o— o——

| HEEEEEE |
| | | HEEEEEEEER
| I HEEEEEERENEnE
| I HEEEEEEEEREER
| I HEEEEEEREEEEE
| I HEEEEEEEEEEEE
| I HEEEEREREEERE
| I HEEEEEENE RN
| I HEEEEEEEEEEEE
| | HEEEEEEEEEEEE
| I HEEEEREEEEEER
| I HEEEEEEEE RN
| I HEEEEEEEEEEEE
| I HEEEEEEEEEEEN
| | HEEEEEEEREEEE
| I HEEEEEEEEEEEE
| I HEEEEEEEEEEEE
I I HEEEENEEEEERE
I I HEEEEEEEEREEEE
| I HEEEEEEEEEEEN
I I HEEEEEEEEEEEEE
| I HEEEEEEEEEEERN
| I HNEEEEEEEEEEE
| | HEEEEEEEEEEEN
| | LTI T TP ITTT T
[ I HEEEEREEEEEEN

8. GETS ALONG WITH PEOPLE AT ALL I | I
SOCIAL LEVELS.
*
9. HAS A SENSE OF HUMOR, I I | I
[ 10. KNOWS WHEN TO SEEK ASSISTANCE. I | l |
11. CALM. [ | l ]
12. CAN GET ALONG WITH PEOPLE. l | I |
14. GETS THINGS DONE. I l l I
15. KEEPS ORIENTED TOWARD LONG TERM
GOALS.
16. CAN COPE WITH EMERGENCIES. I ‘I | |
17. HAS HIGH STANDARDS OF -
ACCOMPL | SHMENTS.
18. HAS STAMINA; CAN KEEP GOING A l l I I
LONG TIME.
1. HAS WIDE RANGE OF INFORMATION. l | | I
20. SHOWS ORIGINALITY. I I ] 1
2t. DODGES RESPONSIBILITIES. l I I I

2 neau eSS Kppiovett Fot|Relepsp 20Q0/D5]04 : CIA- -p35: 7F97 |
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26. CAN THINKE HIS“FEET.

SECRET
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27. COMES UP WITH SOLUTIONS TO
PROBLEMS.

28. STIMULATING TO ASSOCIATES
A "SPARK PLUG™

29. TOUGH-MINDED.

30. VERY OBSERVANT.

31. CAPABLE.

32. CLEAR- THINKING.

33. COMPLETES ASSIGNMENTS WITHIN
ALLOWABLE TIME LIMITS.

34. EVALUATES SELF REALISTICALLY.

35. WELL INFORMED ABOUT CURRENT
EVENTS.

36. DELIBERATE.

37. EFFECTIVE IN DISCUSSIONS WITH
ASSOCIATES.

3. IMPLEMENTS DECISIONS REGARDLESS
OF OWN FEELINGS.

40. WORKS WELL UNDER PRESSURE.

41. DISPLAYS JjUDGEMENT.

42. GIVES CREDIT WHERE CREDIT IS
-DUE.

43. HAS DRIVE.

44. |S SECURITY CONSCIOUS.

45. VERSATILE,

46. FAULT FINDING.

47. HARD TO CHANGE HIS 1DEAS.

48. INTERFERES WITH SMOOTH OPERA-
TION OF H1S OFFICE,

49. REQUIRES STRONG AND CONTINUOUS
SUPERVISION.

|
|
l
|
|
|
|
|
|
I
I
|
|
I
|
I
|
I
|
|
|
|
|

50. RESISTS NEW IDEAS OR SUGGES-
TIONS.

1]
| |
[ [ ]
[ 1]
[ ] ]
[ 1]
[ | ]
L[]
[ ]|
N
| 1]
[ ] ]
[ 1]
[ 1]
| ]|
| ]
[ |
[ [ ]
| 1]
[ ]
[ 1]
[ 1]
[ [ ]
[ 1]

SECTION 1V

A. WHAT ARE HIS OUTSTANDING STRENGTHS?

8. WHAT ARE HiS OUTSTANDING WEAKNESSES?
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D. DO YOU FEEL THAT HE REQUIRES CLOSE SUPERVISION?

r‘__l_ YES

IF S0, WHY?

r__JNO

E.
should acquire career status):

OTHER: COMMENTS (Indicate here deneral traits, specific habits or characteristics which have a bearing on whether this person

SECTION V

READ ALL DESCRIPTIONS BEFORE RATING, PLACE "X"

IN THE MOST APPROPRIATE BOX UNDER SUBSECT!ONS A,

B, C. AND D,

A.. DIRECTIONS: CONSIDER ONLY THE SKILL WITH WHICH THE PERSON HAS | C. DIRECTIONS: BASED UPON WHAT HE HAS SAID, HIS ACTIONS, AND ANY
" PERFORMED THE DUT1ES OF HIS JOB AND RATE HIM ACCORDINGLY. OTHER INDICATIONS. GIVE YOUR OP INION OF THIS PERSON’S ATTITUDE
: TOWARD THE AGENCY.
[T_J 1. DOES NOT PERFORM DUTIES ADEQUATELY} HE IS ] '. HAS AN ANTAGONISTIC ATTITUDE TOWARD THE AGENCY - -
INCOMPETENT . WILL DEF INITELY LEAVE THE AGENCY AT THE FIRST
{1 2. BARELY ADEQUATE IN PERFORMANGEjS ALTHOUGH HE HAS HAD OPPORTUNITY.
SPECIFIC GUIDANCE OR TRAINING, HE OFTEN FAILS TO ) [ 2. HAS A STRONG NEGATIVE ATTITUDE TOWARD THE AGENCY - -
CARRY OUT RESPONSIBILITIES COMPETENTLY. IRKED BY RESTRICT IONS - - REGARDS THE AGENCY AS A
[ _13. PERFORMS MOST OF HIS DUTIES ACCEPTABLY} OCCASIONALLY TEMPORARY STOP UNTIL HE CAN GET SOMETHING BETTER.
REVEALS SOME AREA OF WEAKNESS. ] 3. TENDS TO HAVE AN UNFAVORABLE ATTITUDE TOWARD THE
") 4. PERFORMS DUTIES IN A TYPICALLY COMPETENT, EFFECTIVE AGENCY - - BOTHERED BY MINOR FRUSTRATIONS -- WILL
MANNER . QUIT IF THESE CONTINUE.
[_15. AFINE PERFORMANCE: CARRIES OUT MANY OF HIS RESPON- [ 4. HIS ATTITUDE TOWARD THE AGENCY IS INDIFFERENT -«
SIBILTTIES EXCEPTIONALLY WELL, HAS A "WAIT AND SEE" ATTITUDE -- WOULD LEAVE IF
[__16. PERFORMS HIS DUTIES IN SUCH AN OUTSTANDING MANNER SOMEBODY OFFERED HIM SOMETHING BETTER.
‘ THAT HE 1§ EQUALED BY ONLY A FEW OTHER PERSONS KNOWN [C] 5. TENDS TO HAVE A FAVORABLE ATTITUDE TOWARD THE
TO THE RATER. . AGENCY - - MAKES ALLOWANCES FOR RESTRICTIONS IMPOSED
IS THIS INDIVIDUAL BETTER QUALIFIED FOR WORK IN SOME OTHER BY WORK ING FOR THE AGENCY -- THINKS IN TERMS OF A
AREA? 3 ves [ wo. 1F 50, WHAT? © CAREER IN THE AGENCY.
(] 6. DEFINITELY HAS A FAVORABLE ATTITUDE TQWARD THE
’ AGENCY -- BARRING AN UNEXPECTED OUTS IDE OPPORTUNITY,
. WILL PROBABLY ENDEAVOR TO MAKE A CAREER IN THE
AGENCY.
1 7. HAS AN ENTHUSIASTIC ATTITUDE TOWARD THE AGENCY -+
WILL PROBABLY NEVER CONSIDER WORKING ANY PLACE BUT
IN THE AGENCY.
B. DIRECTIONS: CONSIDZRING OTHERS OF THIS PERSON'S GRADE AND D. DIRECTIONS: CONSIDER EVERYTHING YOUKNOW ABOUT THIS PERSON
TYPE OF ASS IGNMENT, HOW WOULD YOU RATE HIM ON POTENTIALITY IN MAKING YOUR RATING - SKILL IN JOB DUTIES, CONDUCT ON THE
FOR ASSUMPT10N OF GREATER RESPONSIBILITIES, NORMALLY INDICATED JOB. PERSONAL CHARACTERISTICS OR HABITS, AND SPECIAL DEFECTS
BY PROMOTION . OR TALENTS. -
"] . HAS REACHED THE HIGHEST GRADE LEVEL AT WHICH SATIS- [ ' DEFINITELY UNSUITABLE - - HE SHOULD BE SEPARATED.
FACTORY PERFORMANCE CAN BE EXPECTED.
-1 2. 15 MAKING PROGRESS, BUT NEEDS MORE TIME IN PRESENT 1 2. oF DOUBTFUL SUITABILITY -- WOULD NOT HAVE ACCEPTED
GRADE BEFORE PROMOTION TO A HIGHER GRADE CAN BE HIM IF | HAD KNOWN WHAT | KNOW NOW.
RECOMMENDED . "1 3. A BARELY ACCEPTABLE EMPLOYEE - - DEFINITELY BELOW
[_13. 1S READY TO TAKE ON RESPONSIBILITIES OF THE NEXT AVERAGE BUT WITH NO WEAKNESSES SUFFICIENTLY OUT-
H1GHER GRADE ., BUT MAY NEED TRAINING [N SOME AREAS. STAND ING TO WARRANT H1S SEPARATION.
{1 4. WiLL PROBABLY ADJUST QUICKLY TO THE MORE RESPONS IBLE 1 8. A TYPICAL EMPLOYEE -- HE DISPLAYS THE SAME SUITA-
DUTIES OF THE NEXT HIGHER GRADE. BILITY AS MOST OF THE PEOPLE 1| KNOW IN THE AGENCY.
[ 5. Is ALREADY PERFORMING AT THE LEVEL OF THE NEXT HIGHER 1 5. A FINE EMPLOYEE -~ HAS SOME OUTSTANDING STRENGTHS.
GRADE .
1 6. AN EXCEPTIONAL PERSON WHO 1S ONE OF THE FEW WHO ] 8. AN UNUSUALLY STRONG PERSON IN TERMS OF THE REQUIRE-
SHOULD BE CONSIDERED FOR RAP D ADVANCEMENT. MENTS OF THE AGENCY,
(] 7. EXCELLED BY ONLY A VERY FEW IN SUITABIL!TY FOR WORK
IN THE AGENCY.
SIGNATURE OF RATER (Employee’s immediate supervisor) S1GNATURE OF OFF ICER NEXT HIGHER IN LINE OF AUTHORITY
DATE DATE
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